MM POLI CY
on
ARS- 115 REQUEST TO SUBM T MANUSCRI PT FOR PUBLI CATI ON

Full responsibility for manuscript quality has been del egated to the
Research Leader.

Research Leader will be responsible for the proper preparation and
revi ew of manuscripts that are authored by scientists in his/her unit.

Oversight may be done by the RL or it may be delegated to a scientist in
the unit with skills in research design and manuscri pt preparation

Level of review prior to subm ssion to a refereed journal will be at the
di scretion of the RL.

ARS-533s will be eliminated except in unusual cases when it is deened
necessary by the RL.If ARS-533s are required, the regul ati ons have been
wai ved that required the peer reviewers be |ocated outside the author's
(or authors') research unit.

When the Research Leader's electronic signature is entered on the ARS-
115 in ARI'S, for all subm ssions OTHER THAN THOSE DEEMED SENSI Tl VE, this
constitutes approval for the manuscript to be subnmitted for publication

Subni ssions regardi ng Sensitive |Issues nust have Area Director approva
to be submitted for publication.

Area Director's electronic signature entered on the ARS-115 in ARI S
i ndi cates approval for publication to be used in scientist perfornmance
apprai sal packages.

Area Ofice will review the ARS-115 Interpretive Sunmary and Technica
Abstract fields before electronically signing.
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| npact Reporting

VWhat is inpact? Inpact is the difference research nmakes in people's lives. In
nore technical ternms, inpact is the reportable and verifiable difference a
program nmakes in the lives of citizens.

| npact reporting lets the scientist:

Provi de public accountability

Provi de program accountability

Show a return on an investnent

Foster a better public understanding of the entire picture of research
Oot ain future funding

I ncrease awareness of all programs within our Agency

An inpact statement is a brief sunmary, in lay terns, of the economc

envi ronment al and/or social inpact of research efforts. It states

acconpli shnents and their benefit to society. An inpact statenent answers the
guestions, "So what?" and "Who cares?" "Why?"

The inpact audi ence nmay be:

The general public

Local governing bodies
State officials

Federal officials
Scientific peers

Ext ernal fundi ng sources
I ndustry representatives

The audi ence may:

Exerci se sone kind of control over research prograns
Want information vital to decisions
Have | ots of conpetition for their attention

Want quantifiable differences brought about by investnents in research
pr ogr ams

The audi ence nmay expect change in at |east one of the foll owi ng areas:
Soci et al /i ndi vi dual well-being

Environnmental quality
Econom c val ue of efficiency
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In addition, potential inpact should be considered, especially in basic
research, when inpact is hard to define in quantitative terns. Include the
following information in inpact statenents:

The nost |ikely benefactors of the research
Expect ed outcone and why

An idea of howlong it will take to reach expected outcones
Real or hypothetical exanples of expected outcones

To develop a quality Inpact Statenent, include:

| npact area (audi ence, custoners)
| ssues (research problem or area)

VWhat has been done (result: quantifiable facts or future expected outcone)

I mpact (use: social, environnmental, econom c)

Target the inpact statenent to whomever (everyone?) you want to understand that

activity.

Gradi ng | npact Statenents:

Hi gh | nmpact Value (Social, Environnental, Econonic)
Moder ate | npact Value (Nice to know information)
Low I npact Value (Nothing to show)

No | npact Val ue (So what ?)

o0 w>
o
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MATRI X
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UNI T AFFI LI ATI ON ON MANUSCRI PT

Aut hor affiliation on the manuscript nust include all of the foll ow ng:
(a) Unit or Laboratory Name
(b) Center Nanme (if applicable)
(c) USDA, Agricultural Research Service
(d) University Department Nanme and University Nanme (if applicable)
(e) City, State, Zip Code

DI SCLAI MER ON MANUSCRI PT

When proprietary or brand names are used, add one of the follow ng
di sclainers to the manuscript before submni ssion

“Mention of trade nanes or comercial products in this [article]

[publication] is solely for the purpose of providing specific information and
does not inply recommendati on or endorsenment by the U.S. Departnent of
Agriculture.”

“Nanmes are necessary to factually report on avail abl e data; however, the USDA
nei t her guarantees nor warrants the standard of the product, and the use of
the name by USDA inplies no approval of the product to the exclusion of
others that may al so be suitable.”

I NTERPRETI VE SUMMARY GUI DELI NES

Interpretive Summaries are critical to the ARS-115 program and shoul d be
written to relate the nmeaning or value of the research in terms
under st andabl e to the general public. The Agency uses them for decision
maki ng about resource allocations, budget devel opnent, program pl anni ng,
technol ogy transfer, and conmunication with Congressional and Executive
Branch policymkers. An Interpretive Sunmary shoul d incl ude:

1. A background statenent explaining the problem

2. A description of what was found, not what was done.

3. A statenent stating why the results are inmportant to the producer
consuner, industry, or other user

Explain in ternms that won't require a dictionary for your neighbor to
understand. Don't use Latin nanes, jargon or scientific terns, and summari ze
the results in words, not data.

PEER REVI EW

The Peer Review process for manuscripts is waived. However, the process can
be utilized if the Research Leader feels the manuscript would benefit. |If
t he Peer Review process is waived, select "W in the "Manuscript Peer

Revi ewed” field of the ARS-115.
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SENSI TI VE DESI GNATI ON

A list of SENSITIVE subject matter issues is in the Guide. This list applies
to all Publication Types listed in the MATRIX. The RL nust note, with the
signature, "Yes" or "No" whether the ARS-115 shoul d be considered sensitive
in subject matter, and each succeedi ng | evel of approval nust also note, with
the signature, a deternmination on sensitive material. Each |level has the

i ndi vi dual option of determ nation, and nay or may not, nor has to, agree

wi th the precedi ng decision. An ARS-115 marked "Yes" for "sensitive" npves to
NPS for a final review [If NPS designates the ARS-115 as "sensitive, it does
not go into TEKTRAN. The "sensitive" designation serves to notify the AD and
NPS of research in these inportant areas.

Del ay the subm ssion of research findings to the journal or meeting until the

ARS- 115 marked "sensitive" is approved in ARIS by NPS. Rarely are nmanuscri pt
approval s substantially del ayed by this process.

PATENTABLE | NFORMATI ON

If information is being published or presented that has patentable

i nformati on, the ARS-115 bl ock "Due to patent potential, is retention of
intellectual property rights desired?" is to be marked "YES'. If "YES," upon
conpl etion of the approval process (RL-CD AD- NPS- ADA- OCl - Pat ent Advi sor), the
ARS-115 will nove to "ACTIVE" status in ARIS. The ARS-115 will be held in the
ARS " ACTI VE" dat abase during the review process by the Patent Advisor. Wile
in the ARS "ACTI VE" database, the publication nay be viewed by anyone in ARS.
The publication will be noved to TEKTRAN either after a patent has been filed
or a determnation nmade that no patent will be filed. At that tinme, the
publication may be viewed by anyone with access to TEKTRAN

A patent application submitted during a current Perfornmance Appraisal Period
or an ARS-115 with patentable information which does not appear in the ARS
"ACTI VE" dat abase at the end of the Performance Appraisal rating period may
be included in the Detail by Author Report by the Research Leader penciling
it in.

"Z" - "Patent Application" PUBLICATION TYPE nmay be used to update the ARS-115
dat abase when a patent application has been granted a #.

AUTHORSHI P | NVOLVI NG MORE THAN ONE AREA
OR RESEARCH UNI'T

The approval process should be initiated by the nobst SENI OR ARS aut hor and
the ARS-115 initiated electronically by the Research Unit of the CRI'S
Project, predeterni ned by the authors. The ARS-115 and encl osures should go
FIRST to the RL(s) of the OTHER ARS aut hor(s) for signature and LAST through
the SENIOR author's RL, CD. This is also the time to obtain clearance by any
cooperati ve agencies and/or institutions.

TECHNI Cl AN AUTHORSHI P OF SCI ENTI FI C PUBLI CATI ONS
It is only under exceptional circunmstances that the contributions of a

technician will serve to warrant JUNI OR authorship of a publication. This
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deci si on has been del egated to the Research Leader, who will follow P&P
152. 2, "Authorship of Research and Techni cal Reports and Publications,” dated
May 12, 1997, and provide justification for the decision if requested.

Seni or aut horship by anyone other than a Category 1 2 or 4 scientist wll
need prior approval by the Area Director. See P&P 152.2.

COPYRI GHT

An ARS enpl oyee has no right of copyright for published material. Per
Copyright Law, Government products cannot be copyrighted, and articles
witten by a Federal enployee as part of his/her official duties are
Gover nnment products and, as such, can be freely copied by the public.

In responding to a publisher's request to sign a transfer of copyright, the
ARS enpl oyee should return the formunsigned with the foll owi ng statenent:

"The article cited was prepared by a USDA enpl oyee as part of his/her

of ficial duties and cannot legally be copyrighted. The fact that the private
publication in which the article appears is itself copyrighted does not
affect the material of the U S. Governnent, which can be reproduced by the
public at will."

NON- DI SCRI M NATI ON STATEMENT

Any docunent that requires approval fromthe Information Staff prior to
publication and will be distributed outside ARS will need the follow ng Non-
Di scrimnation Statenent:

"Al'l prograns and services of the U S. Departnent of Agriculture are offered
on a nondi scrimnatory basis wi thout regard to race, color, national origin
religion, sex, age, marital status, or handicap."
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MATRI X

TYPE JOURNAL OR EQUI VALENT |ABS. FI RST FORMAL |l NTER. TECH. PEER

ONLY REPORT SUwM ABS. REVI EW

* %

*
J Peer Revi ewed Jour nal No Yes Yes Yes Wai ved
G Ger npl asm Rel ease No Yes Yes*** Yes No
A Abst ract Yes No No Yes No
P Proceedi ngs/ Synposi um |Yes No* * No Yes Wai ved
B Book/ Chapt er Yes No* * No Yes Wai ved
R Review Article Yes No No Yes Wai ved
X O her Yes No* * No Yes No
N Research Not es Yes No No Yes Wai ved
L Literature Review Yes No No Yes No
\Y Gover nnment Yes No* * No Yes Wai ved

Publ i cati on

T Trade Jour nal Yes No No Yes Wai ved
M Monogr aph Yes No* * No Yes Wai ved
E Experiment Station Yes No* * No Yes Wai ved
0] Popul ar Publication Yes No No Yes Wai ved
z Pat ent Application Yes No No Yes No

* |f the publication is an "Abstract Only," mark that block on the ARS-115
"YES" and the "First Formal Report O her than Abstract,” "NO "

** |f the publication is a "First Formal Report O her than Abstract," nmark

that block on the ARS-115 "YES" and the "Abstract Only," "NO' and an
"1 NTERPRETI VE SUMVARY" is required.

The ARS-115 "Abstract Only" and "First Formal Report Ot her than Abstract"
bl ocks cannot both be marked "YES' or both "NO'.

*** CGernpl asm Rel ease is considered "First Formal Report", however, an
Interpretive Summary need not be witten. Enter statenment such as, "This is a
Gernpl asm Rel ease, no Interpretive Summary Required.”
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PERSONNEL PI CKS

ARS Submitter, Contact Scientist and Author nanes are selected fromthe
Personnel file that's kept by National Finance Center (NFC) in New Ol eans,
and entered into ARIS by the HQS conputer staff weekly; anytine a personne
change occurs it takes a period of tinme to get processed by NFC and then
anot her period of tinme to get the change into ARIS.

A personnel action to change the Personnel file at NFC should be initiated if
the scientist prefers the name to appear differently than what shows when
sel ect ed.

After selecting Author(s) fromw thin the MJ, Authors from other MJs or non-
ARS Aut hors may be added. Author entries nmay be nodified or deleted.

JOURNAL OR EQUI VALENT

The Journal or Equivalent is selected froma constantly changi ng Journa
Tabl e.

Only people at the Area or HQS level can be add to, delete fromor nodify the
Jour nal Tabl e.

If the journal isn’'t found, an Email nessage should be sent to the Program
Anal yst to enter the journal nane needed.

The journal nane should be the nanme of the publication in which the research
wi |l be published. The Journal Table will be accurate only if the correct
name is entered, so if the scientist will provide the correct name each tine
an ARS-115 entry is needed, it will help ensure accuracy. |If an incorrect

nanme i s found, please contact the Program Analyst, who will nodify or delete
it.

JOURNAL ACCEPTANCE DATE

The Journal Acceptance Date field is to be nodified as soon as the scientist
receives notification of acceptance of subnission, a publication date or the
URL for the journal in which the manuscript is published to add.
A Journal Acceptance Date is to be added to the appropriate ARS-115 fromthe
Active ARIS database. Creating a Wrk Record to send through the various
approval levels is not necessary.

| NTERPRETI VE SUMMARY AND TECHNI CAL ABSTRACT

Prepare the Interpretive Summary or Technical Abstract offline in word
processi ng software. Copy and paste to the appropriate Interpretive Summary
and/ or Technical Abstract fields in the ARS-115.

USI NG SYMBOLS | N THE ARS-115

ARl S does not allow the use of Scientific Notations (synbols).
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DETAI L BY AUTHOR REPORT

Decenber 13 is the cutoff date for ARS-115 entry and submittal to the Area

Decenber 31 is the cutoff date for publications to be included in the
docunentation for current Performance Appraisals.

A copy of the Detail by Author Report is to be included with all Performance
Appr ai sal document ati on.

ARS- 115s are maintained 3 full years in ARIS and then archived.
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